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INTRODUCTION

Hello, and welcoméo the Financial Service Provider HomwGuide! Thank you for taking the time
to review the information within, and provide your service branch, command, unit, or team with
the highest level of financial assistance. This guide is meant to establish istapaating
procedures for many of the tasks commonly provided by Financial Service Providers and
Command Financial Specialists.

Your fellow FSPs played a major role in creating this guide, being that they understand the
challenges of providing finan¢ieducation and counselingerviceswithin a military environment.

' INRBdzZL) 2F C{tQa FTNRY Iff OoONlIyOKSa 2F aSNIWAOS
procedures for actions including counseling, budgeting, screenings, credit reporting, credit and

debt management, student loans, taxes, retirement planning, record keeping, and DoD financial
literacy requirements.

It is our hope that this document will help you feel more comfortable and confident while
providing services as a Command Financial SpstaalFinancial Service Provider.

COUNSELING PROCEDURES

Counselor and Client Safety

Suicidal/homicidal people are those who are expressing intent to harm themselves or others or
manifesting other selflestructive behavior, which endangers their linmsthers. If you

believe that a person is potentially suicidal or homicidal, stay calm and follow the procedure
outlined below. Privacy Act considerations do not apply.

Phone Calls

A Remaincalm. You may be the only person who can help.

A Listen Keep te caller engaged in conversation. Use verbiage: | am listeTiig) is
important. [ S Qa GFf1 lo62dzi GKA&ad® 52 y2i LMzt GKSY
build trust by using active listening skills. Expand on limataller is sharing by reflecting
their feelings to keethem engaged. Be compassionate.

A Try to ask another staff member difie (Remembergo NOT put caller on hold) to notify
a counselor, or if absent, the chain of command.

A If you cannot pass the phone call to a counselor, you must kathel call yourself until an
appropriate referral can be made.



AholdlFAy GKS OFffSNRaAZ yIFIYSE t20F0GA2Y YR (KS
guestions gently about what steps, if any, the caller has taken (i.e. How many pills, what
poison, what veapon they have). Write all the information down as you obtain it. Keep
the caller talking.

T

Have another staff member call 911 and give the dispatcher as much information as
possible.

Encourage the caller to discard or remove the lethal element.
Keep the aller talking until security has arrived on the scene.

Once security arrives, you may hang up. Immediately call the Navy or civilian medical
services and give them the information you were able to obtain from the caller.

To Do o

A If the individual is &ervice memeér, his’/her Command needs to be informed.

Walk-in Clients

A Remain calm.

A Send for a counselor. If absent, send for the chain of command.

A You may be directed by the counselor or chain of command to call security, medical
service, or a family member. If a a@elor or the chain of command is not available call
installation security.

A Be compassionate and supportive.

A Do not leave the client alone at any time.

If you would like to further develop an understanding of suicide or suicide related behaviors,
ask youmanager about safeTalk & ASIST training (Applied Suicide Intervention Skills Training).
SafeTalks a 3to 4-hourtraining that prepares participants to recognize thoughts of suicide and
how to connect a person with thoughts of suicide to interventionaexes.

ASIST is a tway workshop is designed for members of all caregiving groups.

Financial Counseling Procedures and Techniques

1.

3

Initial contact should start with a smile and warm greeting. Recognize that people may be
apprehensive. It is importanbtmake small talk or use humor to help them relax.
Compliment them on their willingness to work with you, for being on time, for bringing
their spouse, etc.
a. aL glyd G2 O2y3aANY GdzZ S &2dz 2y &2dzNJ gAf f .
financial situatio® €
b. a¢KFyla F2NJ oSAy3 2y GAYS YR F2NJ ONAYy A

. Privacy Act StatemergtExplain the privacy act statement and have them sign it or offer

them a copy depending on the policy for ycaervice

. Normalizethe Ot A Sy i Qa FSSt Ay dith persghB finadicet ' SELISNA Sy OS



a. OMost of us have experienced a financial crisis at some time in ourlives.

b. d understand it can be uncomfortable to discuss personal finances with others,
K26SOSNE ¢S oAttt ySSR (G2 G11S | hoffugasS f 2;
to understand your financial situation. Once we know exactly how things stand, we
can then focus on solutions to improve your situation.

4. Expectation Question This is used to find out what the client wants or expects.
a. AWhat would you like to aceoplish in the time we have availabke?

5. CostQuestiong Help the client to see how their presenting financial problem/s is/ are
affecting their life.

a GaLQY 62yRSNAY3I 6KIUG Oo6LINROfSYOL KlFa O2ad @&:;
but also in terms of youability to concentrate on your work, your job performance,
your relationship with other key people in your life, in terms of-selfifidence and
seltNBa LSOOG 2NJ Ay (GSNxya 2F LISFEOS 2F YAYR®E

b. After they respond to the question follow up with what they waoatchange.
[ 2YLIX AYSyld OfASyda 2y ARSYGAFTeAy3d gKIGQa
some changes in how they manage their personal finances. This is a good time to
introduce the financial planning worksheet.

6. Data gathering Use the EFPW to begine financial planning process once you feel the
client is ready. Avoid any judgments or assessments. Just gather or review the information
provided. Avoid verbally or newverbally confirming clients seliimiting beliefs and
statements.

7. Miracles and Exgeionst For clients who aréstuck€ on their problem or who are
particularly negative, now is an appropriate time to ask the miracle questions.
aaLFT I YANIOfS 4SNB (2 KIFLWISYy G2y A3IKIO | yR
life be likecwhat would beRA FFSNBY i Ay GKS Y2NYyAy3aKe ¢K
client to view their future without the problem. Give the client some time to reflect
on this question.

8. Discussiormptions¢ This is problersolving time where the focus is on the options and
solutionsto the clien@ financial situation. Now is a good time to ask the client about
options they have been thinking about and to compliment them or validate their ideas for
changing their financial situation. Get at least three options or contemplated acfitnisis
an opportunity to get the client involved in solutions to their own problems.

9. Complete the projected column on the three pages of the EFPW including income living
expenses and indebtedness. Enter new dollar amounts in the projected column based on
the effect of implementing the various options discussed.

10.SpendingPlant Next, show the client how to set up a spending plan based on their new
ALISYRAY3I GFNBSGA dzaAy3d GKS LINP2SQaiyuR O2f dzYy
clients that the speding plan concerns how tlyespend their takehome pay and does not

include any expenses or creditors paid by allotment.



11.Monthly SoendingRecordt At this time you will want to introduce the monthly spending
record which is a method of tracking their actsgending in the various categories on a
daily basis.

12.Closuret Ask abouthe Ot A Sy 1 Qa SELISOGlI GA2ya FYyR oNAy3I O
what they see themselves doing first when they leave the office. Look for opportunities to
reinforce and compinent your cliensQ ¢ A f f Ay3dySaa G2 dd1S FFOlAzy
mindset.

BUDGETING

Creating your Spending Plan via tleéectronic Financial Planning Worksheet
(eFPW Excel File

A spending plan is just that a plant a way of spending your money oajeer, on purpose, with
intention. Implementing a plan will help you achieve financial goals by measuring and managing your
money.

1. Spending Your Money on Papand on PurposeA spending plan is a written method of

spending your money with intention.

2. GivesEvery Dollar a Namet is telling your money where to go instead of trying to figure out
where it went.

3. Means of Achieving Your Goal&:spending plan is your roadmap or your blueprint for

achieving your goals.

Pro Tip:Before you begin using the eFP\dys a master copy to your hard drive as a working copy
in case formulas are deleted while providing counseling.

Preparing a Spending Plan (Budget)

Preparing a spending plan (or budget) can be as simple or as detailed as you want. It can be done
with pencl and paper or an Excel spreadsheet like the electronic Financial Planning Worksheet
(eFPW)There are computer software and apps available for those who prefer to have access to
their budget online or across devices.

Developingspending plan (budgetonsists of four basisteps:

1. Determine how much money you receive every montiet Income is defined as your gross

pay after taxes. This includes federal and state taxes along with Social Security and Medicare
deductions. If you receive income from anotheb, a business you may own, child support, or

your spouse earns income, this can be included. Also include rental income you may receive if you
own rental property and have a tenant paying you rent each month.



2. Determine what you spend each month on ligrexpensesLiving expenses are the

required and essential costs needed to maintain an adequate living environment for your
household. Living expenses are typically broken down into two categories:

a. Fixed Expensewe a set amount paid out monthly and ofterclude rent/mortgage,

insurance, internet, cell phone, streaming and gaming services.

b. Variable Expensewe generally based on usage or necessity and can be adjusted to fit your
current living situation. These include groceries, dining out/takeougrainment, utilities,
transportation, personal care, gifts, donations, and vacations.

HINT. For variable expense that happen seamnually, annually, every two years, etc., take the
total amount and divide by the number of months until the next paymé&it. example: An auto
insurance six month premium of $650. Take the $650 and divide it by 6, which will give you a
monthly rate of $108.33.

Pro Tip If you are not sure how much you spend in a specific area, use your monthly bank and/or
credit card staterants to review your spending habits and bill payments.

Pro Tip Make sure to pay yourself first by including a set monthly amount that will go toward
your (ideally 10% or more) savings contribution for your emergency, TSP, retirement, reserve and
long-term savings goals.

3. Calculate your minimum monthly payments du@&his include$oans, credit cards, student
loans, and other credit lines, for example like a car, boat, or motorcycle that you purchased on a
monthly installment plan.

4. Determine whether you hag a surplugmoney left over)pr a deficit(more money going

out than coming inat the end of the month.To calculate,

a. Take your total monthly net income.

b.  Subtract your monthly savings including investments contributions, living expenses and
monthly debtpayments.

c. The total will either be positive, which is your surplus, or negative, which is your deficit. If
you are accounting for all of the net income your total should be zero.

d. If you truly have a surplus, this means that money is left over at theoétite month for

you to either increase your savings, goals, and investments, or to pay extra towards monthly
debts.

e. If your total is a negative amount, review your calculations for errors to ensure there are no
mistakes. If the deficit is correct, & fime to review your budget to make changes to how you
spend money.

Pro Tip:In the eFPW Financial Links Tab, there are links available to assist you in creating a
sustainable financial plan

Net Worth Tab



The Net Worth Tab provides an overall pictufegyour finances. Your net worth is all assets minus all
liabilities, or what you own minus what you owe. This is a measure of wealth. Ideally, you should
have a positive net worth, but for many people just starting out, it is not uncommon to have a
negative net worth.

Pro Tip:Calculate your net worth should be done at least annually.

To begin, you will need your most current bank, credit card and loan statements showing your
balances. Also, be sure to have your TSP and otheretoement investment sditements, mortgage
balances, and the value of any real estate, vehicles and valuable personal property.

1. Populate your current retirement plan information and the percentages being contributed to
the Roth and Traditional TSP plans. You will see thaether two columns, the left being the actual
retirement plan numbers, and the right column is projectedhich allows you to plan for income
changes or consider other scenarios.

Hint: The columns of actual and projected are found through the entira¢FBse the actual for
the current picture and the projected for changes.

Financial Planning Worksheet

Retirement Plan: Legacy or BRS
Pay Grade

Years in Service

Roth TSP %

Traditional TSP %

Total TSP %

Indicate Touchpoint Requirement

Projected Pay Grade
Projected Years in Service
Projected Roth TSP %
Projected Traditional TSP %
Projected Total TSP %

2. In the statement of Net Worth section, populate the assets and investments fields with your

account balances. In the Real Estate section, find the value of your primary resm@hany rental
property owned, as well as the value of a vacation home, trailer, andsimaee. In the Personal
Property Section, find the value of your vehicles/motorcycle/bagdist year/make/model in the
Remarks. Estimate $1000 per room for furméuappliances, and electronics. This prevents having to
itemize and research each items value.

Hint: Use websites like Realtor.com, Zillow.com or Redfin.com for home value estimates. Use
websites like NADA.com, KBB.com or Edmunds.com for vehicle véioates.

3. Populate the liabilities you hawgloans, credit cards, advance/over payments, loans against
your TSP. You can use the blank areas at the bottom of this section to add additional liabilities you
may have.

4. Add in the mortgage balance(s) due fouy@rimary residence, rental property, or other real
estate.

5. Use the remarks section for any notes/reminders.



6. Once the fields are populated, the assets and liabilities will be totaled, and your net worth will
be revealed; in green if it is positive (morassets thaniabilities) and red if it is negative (more
liabilitiesthan assets).

TOTAL ASSETS TOTAL LIABILITIES ‘

NET WORTH $ s

7. If you have been referred to a Command Financial Specialist or Financial Counselor at your
{ SNBAOSQa ClYAfe& wSIFRAySaa / SyidsS e chapkieFekRW y OA |
is signed and dated by the counselor and the counselee.

Income Tab

1. Input BaséPay,Basic Allowance for Housing (BAddY Basic Allowance for Subsistence
(BASJ¥rom your current end of month leave and earnings statement (LES) on thménc€ablin
the Remarks, identify the type of BAH (i.e. single, with dependents, OHA).

Pro Tip:COAST GUARD use the area on the right of the Income Tab to enter all Payslip data.
This will auto populate (be doubled) to capture your monthly totals. Ifytata is not doubling,
open your master eFPW and start over.

2. Input any special pays from LES or Payslip such as flight deck, sea, sub, etc. Identify any
special pays in the Remarks.

3. Input any allowances from your LES or Payslip such as family sepacttihing allowance,
COLA, etc. Identify any special allowances in the Remarks.

Pro Tip:Refer to Financial Links Tab to find pays and entitlements information.

Taxes/FICA/AFRH

1. Include the Federal Taxes (FITW), FICA, State, and AFRH from your yEl$on Bee

actual and projected blocks provided. Input the dollar amounts in the corresponding blocks.
Pro Tip: When calculating taxes/FICA/AFRH in the projected column, use the resources in the
Financial Links Tab to help estimate the changes in taxes

2. Inthe Remarks, put the actual and projected filing status.

3. Include the state identified on the LES or Payslip.

4. Other Income after taxes *Add 2nd active section

5. Enter manually the second active duty aftax income if it does not auto populate from

2nd Active Tab.




6. For each additional source of income, add up the source of weeklyedkly or semi
monthly income. Input the monthly net income amount into the corresponding blocks, according
to its income source.

Deductions

1. Enter all allotments lted on the LES or Payslip in the Allotment Section. Identify all
allotments in the Remarks. If you enter any allotments into the Deductions Section, be sure to
account for those allotments somewhere else on the worksheet under Expenses Tab.

Hint: $1,900 dlotment for housing should be entered as mortgage/rent/PPV under Expenses Tab
and a $50 allotment for Aid Society Loan should be entered on the Indebtedness Tab.

Coast Guard Payslip

Deductions Monthly Projected Remarks thly Projected
ALLOTMENT (Remember To Record This Data In Other Sections) S S
ALLOTMENT (Remember To Record This Data In Other Sections) 5 'S
ALLOTMENT (Remember To Record This Data In Other Sections) 5 'S
ALLOTMENT (Remember To Record This Data In Other Sections) S 'S
ALLOTMENT (Remember To Record This Data In Other Sections) S '5
ALLOTMENT (Remember To Record This Data In Other Sections) 5 'S

Meal Deduction S s

Service Members Group Life Insurance (SGLI) S 'S

Traumatic SGLI (TSGLI) $ s

Family SGLI (FSGLI) Spouse and Child Coverage S 'S

TSP (Roth) $ s

TSP (Traditional) $ Fs
Montgomery Gl Bill (MGIB) S s

Tricare Dental Plan (TDP) Family Coverage S Fs

Federal Vision Insurance Plan (FedVIP) Family Coverage S Fs

Advance Payments S s
Overpayments S - s .
Survivor Benefit Plan (SBP)

2nd Active Duty Total Deductions S - |8 E
TOTAL DEDUCTIONS

2. Enter the meal deduction dollar amount. This should gubpulate to the Expenses Tab. If
not, you will need to manually enter.

3. For the remainder of the deductions, input them on the lines provided from your LES or
Payslip. In the Remarks, add the coverage and end dates where appropriate.

4. Manually enter the 2nd active total deductions if theg not autepopulate from the 2nd
Active Tab.

Expenses Tab

1. Onthe Expenses Tab, enter your monthly savings and expenses. If you budget by making
allocations from each paycheck, enter the budget amount in the 1st and/or 15th columns.
Otherwise, enter tle total in either the 1st or the 15th line; this will be totaled into the monthly
column. The rows with gray fields are auto populated from the Income Tab.

2. ldeally, 10% or more of your income will go toward savings and investments. Utilize the
projected cdumn to visualize the impact of increasing savings and investment amounts.



Hint: Row 12 shows the percentage you are setting aside.

3. Enter your living expenses. Do not forget to account for-resyular expenses like birthdays,
holidays, and annual dues.dlothrough past bank or credit card statements to total up those
expenses, divide by 12, and set aside that amount on a monthly basis so that you are prepared for
the expenses when the bills arrive.

Hint: The blue sulrategories can be renamed to customihe fields.

Pro Tip:If you entered allotments in the Deductions section on the Income Tab, be sure to account
for the allotment here in the Expenses Tab.

Cvousms v N NN W
Mortgage/Rent/Public Private Venture (PPV)
Fumnishings
Maintenance/Storage/Alarm System
Taxes/Fees/Home Owners Association (HOA)
Cvames T I T

Cell Phone/House Phone
Intermet

Cable

Electricity/Solar
Gas/Propane
Water/Trash/Sewage

1st 15th Monthly Projected

Groceries

Dinners Out

Lunches Out

Vending Machines/Coffee
Meal Deductions S - S - $

Transportation 1st 15th Monthly Projected
Gas/Fuel

Maintenance
Tolls/Parking

Public Transportation
Nthar (Dlatac /Raaictratinn /Tavl

4. Once all the expenses have been entered, check the totals at the bottom of the page. Your
living expenses ideally should be under 70% of your net income.

Use the projected column to work through spending changes or to plan for an upcominbdifge.
Hint: Do not progct more than three months out.

Indebtedness Tab

1. Fillinthe correspondingblpca (2 Ay Lldzi ONBRAG2NIDaE ylI YSax
APR, and the minimum payment paid on the 1st and/or the 15th.

w

Ge



Hint: Check out the Financial Links Tab to find the debt elimination website that works best for
you or use the imbedded My DeDestroyer feature.

Debt Obligations

Minimum Paid on | Minimum Paid on Minimum Projected Estimated Credit Limit Credit Remark (How Pad)

Credion [YesctOEd |unaknce APR (%) 1st 15th Monthly Payment | Monthly Payment | Monthly Pay Utilization

US Government Adv. Pmt. N/A N/A N/A N/A | Pay Deduction
US Government Over Pmt. N/A N/A N/A N/A | Pay Deduction
US Government Govt. CC Pay Deduction

b v v v v v v nuon

Pro Tip:If you entered allotments in the Deductions section on the Income Tab, be sure to account
for the allotment here in the Indebtedness Tab. Do not enter mortgage information on this page
unless it is for a rental property orybu want to use the Debt Destroyer feature to include that

debt.

2. The estimated monthly payment column is strictly an estimate to give you an idea what the
payment could be, should you not have your statementhamd. Always pay at least the
minimum amout required by your creditors as indicated on your monthly statements.

Pro Tip:Focusing on paying down one debt at a time will decrease the amount of interest paid to
the creditor and will decrease the time to become debt free. Utilize the Debt Destil@kefor
guidance on considering the snowball or avalanche methods of debt repayment.

3. Enter the credit limit granted by your creditors. This will aptipulate your credit

utilization, or your percentage of credit used.

Hint: Credit utilization above 30%ill negatively influence your credit score.

4. Use the Remarks to state delinquent accounts, collection accounts, disputed accounts, etc.

Cash Flow Summary:

1. This section provides a snapshot of your financial situation, including yowtaléhtome
ratio and whether there is a surplus or deficit.



2. Ifthere is a deficit, verify your calculations. If there is still a deficit, consider three ways
things to improve your financial situation. Increase your income, decrease your living expenses, or
decrease youdebts. Show changes in the projected column.

Debt-to-Income Ratio:

Take your monthlfNet Income and divide it by0%, 20%, and 10% as follows:
70%- Total monthly living expenses (includes mortgage or rent)

20%- Total debt obligations

10%- Appliedtoward savings goals

Ow>»r

2. This quick check will help you stay on track and meet your financial goals.
3. Your debtto-income ratio should be less than 20%.
Hint: If you have no debt, thenpply more toward savings goals.

Financial Health Assessment Tab

The Faancial Health Assessment Tab of the eFPW is the wrap up, using data from the prior tabs in
the worksheet. The top section highlights key information found in each tab, creating aitoeasy

read summarization breaking down of your financial picture












































































































































































































































































































